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1. GENERAL

This regulstion provides for a continuing Agency Records Manesgement
Program to control and improve records from thelr creation or receipt
to their disposition. It 1s besed on the Federal Records Act of 1450
Ehd other applicsble statutes and regulations.

2. SCOPE

All AcHlvities of the Agency in headquarters and at domestic Pield
ins lﬂtione,ﬁéxcept operational projects of the Deputy Director
(P¥an )é?ﬁre subject to this regulation, —/

) S Al :
The Records Mansgement Programﬂconsistf of the following elements:

(1) Reports Management - The analysis, improvement, and control of
sdministrative reporting. ,

(2) Correspondencé Management - The spplication of improved uniform
style standards and procedures for the preparation and handling
of correspondencs.

-~ {3) Forms Management - The analysis, design, and control of forms.

T (4) Pile Stamdards - The establishment of standard procedures,
equipment, snd supplies for file msintenance.

- (5) RecordsSystems - The application of improved systems and equip-
ment to facilitate records operations. '

(6) Records Disposition - The economical and systematic disposition

of Agency records including their preservation, retention, trans-

~ fer, and disposal according to approved schedules.
1
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(7) Vital Materials - The timely selection, transfer to, and
maintenance in a repository, of records essential to operatior
of the Agency in an emergency. ,a@fyw[
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POLICIES N N AL S 7 RS ¥,

The Agency Records Mansgement Program shall be administeré@&on.a

decentralized hssiafthrﬁug&ﬁxnmrzntggﬁmgngwfffff—fz>ﬁhe following.
policies: N IN ALCORDANCE \WITH

(1) Records shall be made and preserved to provide adequste and
proper documentation of the organization, functions, policies,
decisions, procedures, and essential transactions of the Agency.
Such records shall be designed to furnish the information
necessary to protect the legal and financisl rights of the
Government and of persons directly affected by the Agency's
activities,

(2) Measures shall be taken to ensure that eggential records are
created and maintained by the most efficient and economical

methode. The creation of nonessential records and unauthorized
reports orms shall be prevented. -~ v

(3) Records essential to emergency operations of the Agency shall
be currently deposited at the relocation site.

“

(k) The Agency Recorda Center shall be the facility for storing, ,
processing, and servicing Agency records, regardless of security
classification or sensitivity, which are no longer used or are
infrequently needed in the conduet of current businsss. The

>< Center will also serve as the Agency agchival facility.

(5) Records control schedules shall be developed to identifv snd
preserve records of permanent value: to provide for the
gchedulad removel of noneurrent records from office apace and
filing equiprent to econumlcal Records Center storage; and to
provide for the scheduled destruction of records of temporary

value. N | MMMNW
ié ) - |

RESPONSIBI(ILI%

The Chief, Management Staff, serves as Agency Records Officer and
Archivist.ﬁbAs such, he iz responsible for:

{1) Directing and coordinating the Agency Records Mansgement Progream
by providing basic plans, policies, procedures, and staff guidance .
~SOr=nres -Prograns., - . ,
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(2), Providing forms analysis, design, snl reference services
L Including the approval of new or revised forms and requests

for reprints.

./6 ) Reviewing snd approving records control schedules and requests
tor equipment, services and supplies te the extent necessary
to sssure corplience with progrem requirements.

I" " .
) Ter*hﬂwali) arpeleiting ecords Centoer ard Vital Materials
Repos ttory onorations .

Records Service, Generel Services Alninistration, end other
Federsl fhnd prive %,t. argenlzatiors, oa all secords management
matters,_irciuling sbtalning Corgressionni authorizations for

the retention ang disposaJ of I"‘”COWGJ §>
03[ b ;ﬁﬁi “+5 fromote *t:heir

X (6) Conducng-Sperational auclits of area pr 2?
effadiiveness, i wvw_#

Q/E) Meintaining fgency lisison with the Jational Archives and

be. The Deputy Directors or their designees are re )cmsible for*
LEi288 M
(1) Establishing and meintsining rograms in accordance with
requirements and procedures promulgated by the Mansgement Staff.

(2) Designating in wriung to the Chief, Manegement Staff, the indi-
viduals who will be responsible for adminiateringeee}recaﬂs .
menagement programs.

R ren ‘.-,;, L

Re -Mm’ “reports as may be reuired by, regulation.
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